• Earn frequent flyer points on your frequent flyer program when making travel arrangements
• Have another GSU employee arrange your travel plans
• Use GSU's Campus ID and Password to log into the system • A pre-filled travel profile makes travel purchases quick and easy • Website interface is similar to other popular travel engine sites
• Receive support or make reservations over the phone with Travel, Inc., the new official GSU travel agency
(877) 548-2996
Section 1: Log on to Travel Log on to Georgia State University Travel Services following the log on instructions at travel.gsu.edu, and enter your Campus ID and password.
Your password is case sensitive.
If you are not sure how to log on, check with the help desk by emailing help@gsu.edu or call 404-413-4357
Section 2: Update Your Travel Profile
Before you use Travel for the first time, you must update your profile.
Step 1: Update Your Personal Information 1. On the Home page, click Profile on the menu at the top of the page. 2. On the Profile sub-menu, click Personal Information.
The sub-menu is listed horizontally under the Profile tab. You can also hover over the Profile tab to view a drop-down version of the submenu.
3. On the My Profile page, update the appropriate information, and then click Save.
Complete these sections of your travel profile:
• 9. Click Search.
Review the search results on the Shop by Fares tab, and then click Show Details.
To expand flight information, to view fare rules and, if needed, to add or choose a different frequent flier program. Travel automatically selects the corresponding frequent flyer program from the profile, if available.
To select a seat, click the View Seat Map icon next to the flight. A code for seats appears at the bottom of the page, showing which seats are available, occupied, or considered preferential.
11. Select any green (unoccupied) seat and position the mouse over a seat to see the seat number. Select preferential seats (highlighted in yellow) if you have preferred status on the selected airline. Your frequent flyer number must be in your Travel profile. If you select a preferential seat and this information is not in Travel, your seat request might not be honored.
Some seats are marked handicapped and can only be selected by a travel agent. If you require a handicapped seat, make sure your travel agent is aware of your situation.
12. Click the appropriate seat to select it, and then click Select Seat.
To change your seat, click the seat you prefer. Point to a seat to view the seat number.
After you select your seat for a flight, you can either click Change Seat or select the next flight in your reservation. Travel will prompt you to save your new seat selection.
13. Once you have made your seat selection, click Close. Repeat for all flights. 14. From the Shop by Fares tab, click Reserve to select your airfare.
Policy information appears next to the Reserve button. The Reserve buttons are color coded as:
• A green Reserve button indicates the fare is within policy.
• A yellow Reserve button indicates the fare is outside of policy. If you select this fare, you must enter additional information, and your manager will be notified.
• A red Reserve button indicates the fare is outside of policy. If you select this fare, you must enter additional information and wait or manager approval. The trip will not be ticketed until it is approved by a manager. Please see travel.gsu.edu/info for more information on travel policy. 15. A drop-down menu will display an option for GSU credit card or personal credit card. The GSU credit card option is for airline purchase only. GSU card will make the payment for the flight in advance of the trip. For a personal credit card, the trip will be reimbursed after the travel expense statement is submitted.
Step 2: Select a Car Step 3: Select a Hotel
